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PRACTICAL EXERCISE 5: COMPLETE ROUTING LIST DETAILS
DTA Users Manual Reference—Chapter 5: Routing List

5.1 Exercise Introduction and Purpose
In previous exercises you have created organizations/sub-organizations, default routing lists, multiple rout-
ing lists and groups. You are now ready to complete your routing lists. These exercises will provide you 
with hands-on experience in completing your routing lists (Figure PE 5-1).

Objectives:

At the end of this Practical Exercise you will be able to: 

• Update existing routing lists 
• Assign Routing Officials, stamps and levels to Routing Officials on each routing list
• Apply conditional routing to a routing list

Figure PE 5-1: 509 Bomb Wing Organizational Chart
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5.2 Task Overview
This Routing List Exercise requires completion of the following tasks:

1. Search existing routing lists.
2. Update Routing Lists, assigning routing officials to each routing list in the organization 

DFCWTx509BWxx.
3. Update Routing Lists continued.
4. Update Routing Lists continued.
5. Update Routing Lists continued.
6. Build routing lists elements for the remaining sub-organizations.
7. Globally add a conditional routing element to routing lists 509BWRL and ENGRL. All documents 

requiring OCONUS travel will now be routed first to Mary Farrell for review.

5.3 Login Procedure
Login to DTS as LTC Ron Cleaver, the Lead DTA for the 509 Bomb Wing.

1. Double click on the DTS icon on the desktop. 
2. Click Yes on the Security Alert window. 
3. Click Accept on the Privacy and Ethics Policy screen. 
4. The Digital Signature Login Prompt box displays.
5. Select the appropriate Ron Cleaver-XX certificate. 
6. Type in the password and click OK.

Task 1—Search existing routing lists

1. At the private DTS page of LTC Ron Cleaver, scroll to the Administrative tab on the toolbar at the top 
of the page. 

2. The drop-down menu displays. Select and click on DTA Maintenance Tool. 
3. A new window opens displaying the DTA Maintenance home page.
4. Scroll to the DTA Maintenance Tools navigation toolbar at the top left of the window and click on the 

drop-down menu to the right of the selection box. 
5. Scroll down and select Routing List. 
6. The window text reloads and displays Routing List box. 
7. Conduct a general search for existing routing list by selecting the Organization. 
8. Click the “Include Sub-Organizations” checkbox. 
9. Click Search at the bottom of the screen.
10. The search results display showing all existing routing lists. Additional options allow us to select 

Update and Delete routing lists.

Task 2—Update Routing Lists continued

1. Click Update to the left of the Organization/Routing List Combination DFCWTx509BWxx/
509BWRL. This will bring you to the Update Routing List screen.

2. Click Add Routing Element button. This brings you to the Add Routing Element screen.
3. Click Document Type drop-down menu, select Authorization.
4. Click Document Status drop-down menu, select CTO SUBMIT.
5. Type 3 in the Level field.
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6. Click Process Name drop-down menu, select Bypass PNR. Note: The only times you will use Bypass 
PNR stamp is with document status CTO SUBMIT and CTO BOOKED.

7. Click Add Routing Element. This will return you to the Update Routing List Screen.
8. Click Add Routing Element. This brings you to the Add Routing Element screen.
9. Click Document Type drop-down menu, select Authorization.
10. Click Document Status drop-down menu, select CTO BOOKED.
11. Type 4 in the Level field.
12. Click Process Name drop-down menu, select Bypass PNR. 

Note: There is no need to leave levels between CTO SUBMIT and CTO BOOKED since they occur con-
secutively.

13. Click Add Routing Element. This will return you to the Update Routing List Screen.

Task 3—Update Routing Lists, assigning routing officials to each routing list in the organization 
DFCWTx509BWxx

1. Click Add Routing Element. This brings you to the Add Routing Element screen.
2. Click Document Type drop-down menu, select Authorization.
3. Click Document Status drop-down menu, select REVIEWED GROUP AUTH.
4. Click Search to the right of the Signature Name box. This will cause a Search People window to 

appear.
5. Type Maple in the Last Name field. Click “Include Sub-Organizations” checkbox. Click Search.
6. Click Select to the left of Jenna Maple. This will return you to the Add Routing Element Screen.
7. Type 5 in the Level field.
8. Click Process Name drop-down menu, select TRAVELER NUMBER. Note: The only time you will 

use Traveler Number stamp is with documents status Reviewed Group Auth. Click Add Routing Ele-
ment. 

9. The Add Routing Element screen displays.

Task 4—Update Routing Lists continued

1. Click Add Routing Element. This brings you to the Add Routing Element screen.
2. Click Document Type drop-down menu, select Authorization.
3. Click Document Status drop-down menu, select REVIEWED.
4. Click Xorg Search to the right of the Signature Name box. This will cause a SSN window to appear.
5. Type 225003111 in the SSN field. Click Search.
6. Click Select to the left of Rueben Gamberini. This will return you to the Add Routing Element Screen.
7. Type 7 in the Level box.
8. In the process name box, select Travel Mode Route.
9. Select CP-C and CR-C checkboxes.
10. Click Add Routing Element.
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Task 5—Update Routing Lists continued

1. Click Add Routing Element. This brings you to the Add Routing Element screen.
2. Click Document Type drop-down menu, select Authorization.
3. Click Document Status drop-down menu, select APPROVED.
4. Click Search to the right of the Signature Name box. This will cause a Search People window to 

appear.
5. Type Beckman in the Last Name field. Click “Include Sub-Organizations” checkbox. Click Search.
6. Click Select to the left of Kevin Beckman. This will return you to the Add Routing Element Screen.
7. Type 25 in the Level box.
8. Click Add Routing Element.
9. Click Save Changes.

Task 5—Update Routing Lists continued

1. Using the above process, continue to add the following elements to the list (Table PE 5-1).

Table PE 5-1: Task 5 Results
Organization

(Sub-Org)
Routing List Doc Type Doc Status Signature

Name
Level

DFCWTx509BWxx 509BWRL Voucher APPROVED Kevin 
Beckman 25

Local Voucher APPROVED Kevin 
Beckman 25
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Task 6—Build routing lists elements for the remaining sub-organizations

1. Use the above process and the table below to build routing lists for the rest of the ENGRL of the 
MSGENG org (Table PE 5-2).

Note: “Reviewed” elements may or may not have a Process Name based on (optional) conditional routing. 
No Process Name is required for “Approved” elements, since the APPROVAL stamp is the last step in the 
routing process.

Task 7—Add a conditional routing element in the routing lists ENGRL and 509BWRL. All docu-
ments requiring OCONUS travel will now be routed first to Mary Farrell for review.

1. Click Search Routing Lists link on the DTA Toolbar.
2. Leave the Routing List Name blank.
3. Click “Include Sub-Organizations” checkbox.
4. Click “Default Routing Lists Only” checkbox.
5. Click Search. This will show you a complete list of all the default routing lists in the 509 Bomb Wing.
6. Select the “Globally Update” checkbox to the left of both 509BWRL and ENGRL.
7. Click Add Routing Element from the Globally Update Routing Lists section at the bottom of the page.
8. Click Document Type drop-down menu, select Authorization.
9. Click Document Status drop-down menu, select REVIEWED.
10. Click Search to the right of the Signature Name box. This will cause a Search People screen to appear.
11. Type Farrell in the Last Name field. Click “Include Sub-Organizations” checkbox. Click Search.
12. Click Select to the left of Mary Farrell. This will return you to the Add Routing Element Screen.
13. Type 15 in the Level field.
14. Click Process Name drop-down menu, select FOREIGN TRAVEL.
15. Click Globally Add Routing Element. This will return you to the Update Routing List screen.
16. Click OK. This will confirm changes and return you to your original search page.

Table PE 5-2: Task 6 Results
Organization/

Sub-Organization
Routing

List
Doc
Type

Doc Status Signature
Name

Level Process
Name

DFCWTx509BW
xxMSGENG ENGRL Auth CTO SUBMIT **CTO SUBMIT 3 Bypass 

PNR

Auth CTO BOOKED **CTO BOOKED 4 Bypass 
PNR

Auth Reviewed Grp 
Auth Jenna Maple 5 Traveler 

Number
Auth Reviewed John Flynn 7
Auth Reviewed Gina Cooper 7
Auth Approved Dave Parker 25
Auth Approved Joe Beam 25
Voucher Approved Dave Parker 25
Voucher Approved Joe Beam 25
Local 
Voucher Approved Dave Parker 25

Local 
Voucher Approved Joe Beam 25
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